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Accessing the Egrants System 
Once an application is awarded, the subgrantee will be required to submit a program report 

documenting the progress of the project for LCLE staff to review. 

 

NOTE: It is assumed that the Organization and User are already registered since an application 

has been submitted and awarded. ! ǎŜǇŀǊŀǘŜ vǳƛŎƪ {ǘŀǊǘ DǳƛŘŜ ŜƴǘƛǘƭŜŘ άLCLE Egrants User 

Registration Request Quick Start Guideέ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ŀǎǎƛǎǘ ȅƻǳ ǿƛǘƘ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ǇǊƻŎŜǎǎΦ  

 

Go to the LCLE Egrants website at http://egrants.lcle.la.gov/Egrants/Login.aspx. The following screen 
will appear.  
 

 
Enter the user ID ŀƴŘ ǇŀǎǎǿƻǊŘ ƻōǘŀƛƴŜŘ ǘƘǊƻǳƎƘ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άLoginέ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ǿƛƭƭ ƭƻƎ 

you into the system. 

 

 

http://egrants.lcle.la.gov/Egrants/Login.aspx
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Project Management 

 

 

 

When creating a Project Modification Request the user is accessing an existing application.   
 

Click the first ñClick Hereò link - To access an existing project (Grant Application, Continuation 

Application, Modificationé) or create/update reports such as the Program Report, Fiscal Report, 

or Inventory Report (Project Management tab). 

 

 
Input the 4-digit Grant ID and click Search. Click on the hyperlinked Grant ID (shown in blue). 

If the agency receives more then one funded project and you are unsure of the Grant ID number, 

you can enter any of the Search Criteria fields and press enter or click the Search button. All 

funded projects will appear which allows you to click on the correct Grant ID. 
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Project Modification Request 

Project Modification Request (PMR) allows the subgrantee to request amendments to the 

original approved application during the project period. This report allows the following Section 

modifications: 

 

1. Main Summary Information 

a. Project officials and addresses ï authorized/signatory official, project director, 

financial officer, primary contact 

b. Project period ï change project period 

c. Justification for the modification request 

2. Budget  

a. Revisions to budget categories and line item details within a budget category 

3. Performance Indicators 

 

Users with program creator and/or Financial Creator role(s) can create the modification. A user 

with a submission role can submit a completed Program Modification Request electronically. For 

instance, a user having program creator and submission roles, will be able to create the 

modification, but will be unable to request budget changes. Likewise, a user with the financial 

creator role cannot make revisions to the performance indicators, nor submit a completed 

modification without the submission role. Both program creator and financial creator will need to 

collaborate to complete the Program Modification Report. 
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Creating a Project Modification Request 

 

 
The Project Summary will appear. Click on ñCreate Project Modification Request (PMR)ò. Only 

those who have the Program Creator and/or Financial Creator can create the PMR. The Program 

Creator can revise the program section and Financial Creator can revise the budget section.  

 

NOTE:  If the Program Modification Request is created and the user needs to exit 

the system and return to it later, the user will click on ñModification 1ò to resume 
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(See previous page). Until the PMR is submitted, it will be in ñOpen-Draftò 

status. 

 
Read the ñCreate Project Modification Request (PMR) Confirmationò. Failure to follow the 

instructions can result in the PMR denial. Click on ñContinueò if you wish to proceed with the 

request. 

 

NOTE: Original, signed modification requests must be received by LCLE at least 30 days 

prior to the end date of the subgrant period to ensure LCLEôs consideration of the 

request. In the last 30 days of the project period, only under exceptional 

circumstances with a modification request be considered but only if the detailed 

justification of the late request accompanies the request and LCLE finds the 

justification merits its consideration. No modifications requests will be considered 

or approved if they are received at LCLE after the end of your grant. 

 

Your modification is not considered officially submitted until you click the Submit 

button and the status changes to Open-Received and your signed modification 

request is received by LCLE. LCLE should receive the original, signed page one 

and if required, page two within 10 days of the online submission. 
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The ñModification Summaryò page appears allowing changes to three sections: Budget Detail, 

Main Summary Information and Performance Indicators.  

 

 
Start with ñMain Summary Informationò. This section of the PMR allows changes to the Project 

Director, Financial Officer, Primary Contact, Signatory (Authorized Official), Project Period, 

and includes the narrative field for the Justification of Request. The ñSubmitted Byò is a drop-

down box that lists only those individuals who are authorized by designation, in addition to 

LCLE Program and Fiscal Staff, to submit the Request.  

 

The ñJustification of Requested Modificationò must be a detailed narrative explaining the reason 

for the PMR. Proper data entry and paragraph spacing is necessary. Click on ñSaveò. Clicking on 
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ñSave and Continue Editingò allows you to save the information and later resume editing if 

needed. 

 

Example of data entered on Main Summary Information: 

 

 
 

When the Completion Status is changed from ñIn Processò to ñCompleteò and saved, the Egrants 

navigates to ñModification Summaryò. 

 

 
Click on ñBudget Detailsò. Click on each Budget Category that requires modification. A user 

with the Financial Creator role can make changes to the Budget Section. 
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Example: 

The following screens show a staff change in Personnel. 

 

 
Click on ñPersonnelò to open this budget section. Select the position that requires revision. 

 

 
Enter the revised budget change for the current individual under the ñNewò column, then click on 

ñSaveò.  














